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Access Channel for Employees (ACE) User Manual
A. Overview

Access Channel for Employees (ACE) is a secured online application designed to provide
current state employees and state contract workers fast and easy access to their Direct Deposit
Pay Stubs, W-2s, Leave Balances/Time Taken for those employees who earn and take leave,.
To access electronic W-2s, employees must elect to receive these electronically.

ACE secures the state employee’s or contract worker’s information by the use of a User ID and
password, and encryption of the same information. ACE also allows the user to maintain their
personal profile information.

Advantages for using ACE to access your W-2 include the following:

The electronic W-2 is available prior to a paper copy.

The user can print multiple copies.

The user can save the information on their personal computer.
The user can access multiple tax year W-2 information.

Advantages for using ACE to access your direct deposit pay stubs include the following:

e The user can print multiple copies.
e The user can save the information on their personal computer.
e The user can access the last 12 months or the last 12 payments whichever comes first.

Please note, only current state employees or contract workers are eligible to access ACE.
Within one month of terminating with the state agency, a contract worker’s or state employee’s
access to ACE will be removed.

B. ACE User ID and Password Instructions

1. To access ACE, access the State of Mississippi’'s Official web portal at www.ms.gov and
then click on the ‘ACE under POPULAR MS.GOV SEARCHES.
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POPULAR MS.GOV SEARCHES
© ACE
Mississippi State Taxes
Find a Job
Secretary of State

State Flags
Mississippi Maps

Renew Driver's License

2. The ACE Login screen will appear.

MISSISSIPPL Deparument of

Department of Finance and Administration
EX83: Access Channel for Employees

b Need to Know More ?

If you cannot remember your password, please select the "Change/Reset Password" button below, and follow the instructions to reset your password.

FINANCE G ADMINSTRATION

User ID
Password

~ Login

» Change Reset Password

Copyright © 2002-2015 Department of Finance and Administration

If the user is a new employee with the State of Mississippi or a new contract worker,
their User ID will be provided to them via a sealed envelope within 4 to 6 weeks of being
hired. The sealed mailer is sent to the user's home address as provided in the
Statewide Payroll and Human Resources System (SPAHRS).

Otherwise, you may contact the MMRS Call Center at (601) 359-1343 and select option
1 (Security — passwords, user ID, etc.) Sub-Option 4. If the automated voicemail system
answers, leave your name, contact number and a message regarding your problem, i.e.,
I need my User ID and Password for ACE. The password will be assigned for the first
time login.

3. Once the user successfully logs into ACE for the first time, they will automatically be
prompted to change their password. They will receive an error message, similar to the
example below, that the user’s password has expired. The user will need to enter their
old password again in the ‘Input old password’ box. This is the password that was just
used to get to this point.
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User jd999999's password has expired

» Tnpuioldp d I

+ Input newp d I

e Confirm new p d I

Then the user will have to create a new password based on the following criteria:

e Must be at least six characters in length
e Must contain at least one number and one letter

The user will enter their choice for a new password in the ‘Input new password’ box.
Once the user has created a new password and retyped it in the ‘Confirm new password’
box, the user will then need to click the ‘Submit’ button.

Should the new password not meet the above-mentioned criteria, the user will receive
an error message stating that there is an ‘Error — the new password did not meet the
needed criteria’ and will require the user to complete the three steps again of entering
the old password, the new password and confirming the new password.

4. All users are required to provide the answer to a security question so that if they ever
forget their password, they can have the system prompt them for an answer to the
guestion and it will allow them to enter into the system and change their password.

The security questions that can be selected are as follows:

What is your favorite color?

What is your favorite hobby?

What is your favorite sport?

What is your father’'s middle name?
What is your mother’s maiden name?
What is your pet's name?

What was your first car?
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Please complete the fields below and select Submit when you are done. Providing this information will allow
you to reset youe Password in the future.

Hecuity Question: |Plaase Select One |

“What is yaour fawvarite calar?
YWhat is yaur favarite hoblby?

Confitm Answer:  [\Whatis your fevorite sport?
YWhat is your father's middle name?
What is your mother's maiden name?
What is your pet's name?
What was your first car?

Tour Answer

5. The user will want to select a question that they are most likely to always know what the
correct answer should be. The user will then enter their answer in the ‘Your answer’
box. They will also need to enter the answer in the ‘Confirm answer’ box and click the
‘Submit’ button. The ‘Your answer’ response and the ‘Confirm answer’ response must

exactly match; otherwise, the user will be required to reenter the responses for both
boxes.

Please complete the fields below and select Submit when vou are done. Prowidmg this
mformation will allow wou to reset yvour Password in the future.

Security Question: [What is vour father's middle name? =]

Tour Answer: |

Confirm Answer: |

6. Once the user has successfully responded to the security question, they will be
prompted with the question and the logged response. The user may then click on the
‘Continue’ button and will be redirected to the ACE ‘Welcome’ page or the user may click
on ‘Exit’ button and will be redirected to the State of Mississippi Portal Online Services
page.
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Your Security Profile has heen updaied. If you forget your Password at any time, you will need your
Security Answer in order to reset it.

Fecutity Question:  What is your father's middle name?

Tout Answet: russell

Copyright €2002-2004 Department of Finance and Administration. Privacy Palicy.

7. After completing the security question, in the future if the user forgets their password,
they can prompt the security question by completing the next steps. Once the user is at
the ACE login menu, they can select the ‘Change/Reset Password’ button.

SUESSISSLFF] Bopasement of

|@ Department of Finance and Administration
\""—{/J [X3: Access Channel for Employees

FINANCE & ATMINETRATHN

+ UserID I—
+ Password I—

| » ChangeReset Password ]

Copyright @ 2003 Department of Finance and A dministration

8. The following screen will then appear. The user will then enter their User ID in the box
and select the ‘Submit’ button.
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Ifyou have fargotten your Passwaord, you must create another one. Ifyou know your Password, wou can
alzo continue thraugh this process ta change your current Passward. Ta hegin this process, please anter
yvour User ID and then select Submit.

Uszer [D: ||

Forgotyour User D7

Copyright ©2002-2004 Department of Finance and Administration. Privacy Policy .

9. If the user has also forgotten their User ID, they can select the reminder at the bottom of
the screen ‘Forgot your User ID?’ and the following page will appear reminding the user
of the User ID format. Selecting the ‘Exit’ button will take the user back to the State of
Mississippi portal, www.ms.gov and selecting the ‘Back’ button will take the user back to
the previous screen, where they can continue to login to the ACE system.

i Jlﬁ!iﬁl ;L

ACE Users: If you know your PID, you are able to create your User ID using the following format: the first letter of
your first name followed by the first letter of your last name and then adding the last six digits of vour PID. Please
select the Back button to try entering your User ID again.

If you have forgotten your User ID, and cannot recreate it from the directions above, please contact your
PayrolliPersonnel Office for support.

Thank you.

- Exit | | = Back

Copyright ©@2002-2004 Department of Finance and Administration. Privacy Policy.

10. Upon a successful entry of the User ID, the user will then be asked to complete the
security question for which they previously provided a response. The user will enter
their previously provided answer in the “Your Answer’ box and then select the ‘Submit’
button.
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In order to reset your password, you must enter the Answer that yvou previously provided to the question
helow in your Security Profile. Select Submit when you are done.

Security Question:  What is your father's middle name?

Vour Answer: Irusse”

Your answer is not case-zensiive.

Copyright ©2002-2004 Department of Finance and Administration. Privacy Policy.

11. If the response provided by the user does not match the previously provided response,
the user will receive the following warning.

In arder to reset your password, yvou must enter the Answer that you previously provided to the guestion
helaw inyour Security Profile. Select Submit when you are done.

WARNING: The Answer you provided does not match the one you previously entered in
your Security Profile. Please check your entry and try again.

Secutity Question: What is your father's middle name?

Four Atiswer Ithn

Yaour answer is nat case-sensitive.

Copyright €2002-2004 Department of Finance and Administration. Privacy Policy.

12. Once successfully logged in, the user will create a new password based on the following
criteria: password must be at least six characters in length, must contain at least one
number and one letter, and must be lowercase. They will enter their choice for a new
password in the ‘New password’ box. Once the user has created a new password and
retyped the ‘New Password’ exactly the same in the ‘Confirm New Password’ box, the
user will then need to click the ‘Submit’ button.
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Should the new password not meet the above-mentioned criteria, the user will receive
an error message stating that there is an ‘Error — the new password did not meet the
needed criteria,” which will require the user to complete the two steps again of entering
the new password and confirming the new password.

Please enter a new Password and select Submit. Password format rules: Minimurm of 6 characters; Must
contain at least one alphanumeric and one numeric character; Mo character may he repeated three times
in a row. Please make a note of your new Password for your records.

Hew Pagsword: I
Your Password is case-senstive

Confitm Mew Pazsword: I

| = Cancel I | = Submit

Copyright @ 2003 Ilississippi Department of Information Technology Services

13. Once the user has successfully created a new password, the screen below will appear
and the user will select the ‘Continue’ button to return to the MS.gov site. Once the user
has reset their password, they will need to wait approximately five minutes so that the
system can activate the new password.

Your Password change has been submitted and may take up to 5 minutes before the information is updated in
our system. Select Continue to access the Online Services page of Mississippi.gov.

Copyright ©2002-2004 Department of Finance and &dministration. Privacy Policy.

C. User Access to W-2s Instructions:

From the ACE Welcome page, the user has the option to select one of the Employee
Applications to enter and view data, i.e., W-2s, Direct Deposit Pay Stubs, Leave
Balance/Time Taken, or Personal Profile.
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MESSIZSEFT Depasement o

= Department of Finance and Administration
EX3: Access Channel for Employees

FINARCE G ADMINBTRATHIN

Welcome
Please select an application.
’ACE Wain Menu .
Employee Applications

ME.gaov Secured Services

Frequently Asked | View Your W-2s Orline |

Suestions

Update by Access Profile

| View Direct Deposit Pay Stubfs) |

Department of Finance and
Administration Web Site

Exit ACE | View LeaveRalances Time Taken |

| View Personal Profile |

An ACE user who has not registered to view their W-2 via ACE will view the following screen
with the Register to View Your W-2s Online option visible.

BWESSISSEPT Depastmenl of

= Department of Finance and Administration
X3 : Access Channel for Employees

FINANMCE SANMINETRATHYN

I 2 Vclcome

Flease select an application.

ACE ain i
’M Employee Applications

ME. gov Secured Services

Frequentls Asked [§‘| Register to View Your W-2s Online |
frequenty Asked
Questions

Update My Access Profile

| View Direct Deposit Pay Stub(s) |

Deparment of Finance and
Administration YWeb Site

Exit ACE | View LeaveRBalances Time Taken |

| View Personal Profile |

At this point, if the user chooses to register to view their W-2s via ACE, they will need to
complete the following steps:

1. Select the ‘Register to View Your W-2s Online’ button from the ‘Welcome’ screen. The
user will then be presented with the following screen and must follow Steps 1 — 3 listed
on the screen to complete the process of registering.
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MESSISSLP P Depastment of

FINANCE SANMINISTRATHIN

’ACE Main Menu

MS.qov Secured Services

Ereguently Asked
Questions

Lipdate hiy Access Profile

Department of Finance and
Administration Web Site

Exit ACE

. Department of Finance and Administration

I3 : Access Channel for Employees

Employee Verification and Legal Disclaimer

To wiews your W-2s online, you must:

1. Review the employee information below and verify that it is
correct.

2. Read the Terms of Use.

3. Certify that the information is correct and that you accept the
Terms of Use by clicking on the box indicated in Step 3.

Select Register to proceed or Cancel to exit the application.

Step 1: Review and Verify

Last Mame: DOE
First Mame: JOHR
Pergonal Identification Number (PID): 000000999999

Verify that the name and PID listed

ahove are the same as those listed on
vour ACE User Access Infarmation
maller.

If this information is incorrect, please select Report Error to
register an errar with our systern administrator.

Only select Report Error if your information is incorrect.

Step 2: Read

The Internal Revenue Code allows Form W-2 (W-2) to be
furnished in an electronic format as long as the State of
Mississippi (State) meets certain requirements. By meeting
these requirements, the State is considered to have furnished
your W-2 to you, the recipient, in a timely manner.

The reguirements and how the State will meet them are
described in this document known as the Terms of Use (TOU),

Step 3: Certify

™ | cenify my profile information is correct and accept the
Terms of Use.

> Cancel | [ » Register

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy .

2. Select the ‘Register’ button.

3. The user will then be presented with the following screen confirming the registration

process is complete.
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MISSISSEPT] Depastineal of

o Department of Finance and Administration

™3 : Access Channel for Employees

FINANCE & ADAEINESTRATHIN

Registration Confirmation
|’ACE Main Menu Thank you JOHN DOE

MS.qov Secured Services fou have successfully registered to access your W-2(s) online.

Freguently Asked
Guestions Tao view the latest W2 on record in PDF format, please select
Update My Access Profile View W.-2. Adobe Acrobat Reader Wersion 5.0 or above is
required to view a PDF docurment.

Department of Finance and
Administration Weh Site

Exit ACE

View W-2

v DFA presents your 'W-2 in Check Acrobat® Reader®
POF farmat. To wiew a POF,
you must have Adobe Acrobat Reader installed. Please
select the Check Adobe Acrobat Reader button to
determing if you have Adobe Acrobat Reader installed on
yaur computer.

v If you have Adobe Acrobat Reader installed on your
computer a test file will autornatically open.

v If you do not have Adobe Acrobat AP q
Reader, you will instead see a window Adabe rm'

with Save and Open options. Select Cancel to close that
window and then select the Get Acrobat Reader button on
this page to download Adobe Acrobat Reader. The software
ig free.

Copyright & 2002-2004 Department of Finance and &Administration. Privacy Policy.

4. Atthat point, the user needs to select the ‘Check Acrobat® Reader®’ to determine if the
user’'s machine has Adobe Acrobat Reader installed on their machine.

5. If Adobe Acrobat Reader is not installed and the user needs to download Adobe Acrobat
Reader, the user will follow the instructions on the screen and download Adobe Acrobat
Reader on their machine.

6. If the user cannot successfully load the Adobe Acrobat Reader to their machine, they will
not be able to view their W-2.

7. The user then may select the ‘View W-2’ button and from there they will see the
following screen which will list the years that W-2s are available for them to view.
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8.

SEESSISSLPPL Depastment of

% Department of Finance and Administration
/ IEX3: Access Channel for Employees

FINANCE SANMINITRATH N

Welcome
’ACE Wain Manu Select from the View W-2 link(s) provided to display the W-2 in POF
- farmat.
MS . gov Secured Services . ) ) ) )
You can also receive an ermail notification when a W-2 arrives.
Frequently Asked
EEsiE COrnce you have accessed your W-2, you can: w
Update My Access Profile o . . = Back - =
* Print it by selecting the Printer button on J =
Department of Finance and the Adobe Acrobat® Reader® toolbar or “ B & | |
Administration Web Site selecting File=Print.
. . . + 4
Exit ACE e Save it locally by selecting the Disk Save Print
button on the Adobe Acrobat® Reader®
toolbar.

Employee Details

First Marme: JOHMN
Last Mame: DOE
Persanal ldentification Murnber (PID): 000000999993

anly the W-2s for available year(s) are displayed.

Tax Year Yiew YWW-2 PDOFs
2

Copyright & 2002-2004 Department of Finance and Administration. Privacy Policy.

In addition, the user may elect to ‘receive an email notification’ when the W-2 file is
loaded for the year.

By selecting this option, the user will be directed to the Personal Profile page. The
Personal Profile application provides the user with the ability to choose to receive an
email notification when a W-2 and/or an electronic pay stub has arrived at ACE for that
user.
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Personal Profile
%ou are currently signed in as JOHN DOE
’-w Your Personal Identification Mumber (FID) is 000000999999

MS.gov Secured Services Flease enter the following information for our records. This infarmation will remain

Erequently Asked
Questions Agency Name: IFINANCE ARD ADRIMNISTRATION LI

Update My Access Profile

BSSISSEF T Depastment of

> Department of Finance and Administration
&3 : Access Channel for Employees

]
FINANCE & ADMINESTRATION

confidential and secure.

Department of Finance and
Administration YWeb Site

Exit ACE

Work Phone: IED1 —|999 —|9999
Work FAX: I - I - I
Work Cell: I - I - I

Work Pager: I——I——l—

E-mail
Address:

Ijohndoe@dfa.state.ms.us

Confirm E-

mail Address: |thndDe@dfa.State.ms.us

If you provided your email address above, please select an answer for the
statements below. ff vou do not subscribe to aeither electronic senice, please
select Mo far both statements.

1. Send me an email when my next direct deposit pay stub arrives at ACE

= Yes
Mo

2. Bend me an email when my next electronic YW-2 arrives at ACE.

= Yes

© Mo
If you are employed by an additional state agency, please complete the following
infarrmation
Agency Name: [SELECT AGENCY MNAME =]

work Phone: [ -[ |-[ |
Work FAX: - —1-1
Work Cell: - 1-I
work Pager: [ | -[ |-[ |

= Cancel | | = Save

Copyright 22003 Department of Finance and Administration. Privacy Policy .

10.

11.

12.

13.

The user should complete the following information: select the agency name from the
drop down box, enter the user’'s email address and confirm the user’s email address.
Then complete questions 1 and 2 for receiving mail naotifications for electronic W-2s or
electronic pay stubs.

The user may also complete any of the other information as they want. Users are
encouraged to complete the entire personal profile page. When entering the phone
number, the user must complete the area code and the number and cannot use any
alpha characters; otherwise, they will receive an error message.

Once the user is through, they will then need to select the ‘Save’ button, which will
redirect them back to the W-2 page.
To view a W-2, the user will select the ‘View W-2’ button by the tax year.
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SEESSISSLPPL Depastment of

FINANCE SANMINITRATH N

’ACE Wain Wenu

MS.qov Secured Services

Frequently Asked
Questions

Update by Access Profile

Department af Finance and

Administration Weh Site
Exit ACE

Department of Finance and Administration

IEX3: Access Channel for Employees

Welcome

Select from the View W-2 link(s) provided to display the W-2 in POF
farmat.

You can also receive an email notification when a W-2 arrives.

COrnce you have accessed your W-2, you can: w

* Print it by selecting the Printer button on J A
the Adobe Acrobat® Reader® toolbar or “ B & | |
selecting File=Print. PR

e Save it locally by selecting the Disk Save Print

button on the Adobe Acrobat® Reader®
toolbar.

Employee Details

First Marme: JOHMN
Last Mame: DOE
Persanal ldentification Murnber (PID): 000000999993

anly the W-2s for available year(s) are displayed.

Tax Year Yiew YWW-2 PDOFs
2002
2001 Wiew W-2

Copyright & 2002-2004 Department of Finance and Administration. Privacy Policy.

14.

As the page is loading, the user will see the following message.
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pwnloading PDF | Access Channel for Employees | Department of Finance and Administration - Microsoft Internet Explorer

MESSIZSEPPT Dopastment of

% Department of Finance and Administration
[#3: Access Channel for Employees

FINANCE 5 ADMINSTRATHON

Downloading...

£

When using a dial-up Internet connection, it may take several minutes before the PDF is generated.

Note: Your W-2 PDF is generated in a new browser window.
YWhen finished viewing your WW-2, choose File-=Close to return to the ACE Application.
To exit this page, choose File -=Close to return to the ACE Application.

15. The user will then be presented with a separate page displaying the W-2 form for that
the tax year.

16. The user can select the ‘X’ in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.

; https:/ /www.ms.gov /dfa/ace/DisplayW2?action=2004 - Microsoft Internek Explorer =& 5"
T |

opy B 10 Be Flled WIth Employae's OB N Copy Z To Be Filed With Employee’s State, OMEB No.
eggralTax Return ploy | 2002 Tt cn‘;r!:or Local Income Tax Rglu¥n | 2002 545 0008
Comtrol rumber 1 Whages, tips, other comp. 2 Federal inoome tax withheid a Contrel rumbes 1 ¥Wages, tips, other comp. 2 Federnl income tax vithheld
2000.00 20.00 2000.00 20.00
T 3 So-clalsml\lwpczn oo 4 Sodal security tax withheld 5 T 3 "m:lmnwwagnao o0 4 Secal mecurity tao withheid
£40E897726 5 Medicare wages and tips & NMedicare tax withheld £40B897726 § Medicare wages and tips & Medicane tax withheld
E = name, address, and ZIP code © Employer’s name, addeess, and ZIP code
STATE OF MISEISSIFPI STATE OF MISSISSIPFI
Ms DEPT. OF FINANCE AND ZDMIN M3 DEPT. OF FIMANCE AND ADMIN
FQ BOX 1050 BC BOX 1050
JACKEZON, MS 2221C JACKSON., Ms 35215
Employes's social sacurty rumbar 999-88-8777 d Emplyea’s social securiy number 999-88-8777
‘s name, address, and ZIP code e Employec's name. address, and 2IF code
JOHN  DOE JCOHN DCE
111 MAIN STEEET 111 MAIN STREET
JACKSON MS 35201 JACKSON M5 35201
Sooal security Sps & Allocated Bps & Advance EIC payment 7 Socal security tps B Alocated tps & Advance EKS payment
|2 Dependant care benefis 11 Nenqualified plans 10 Dependent care benofls 11 Monqualfied plans
- 13 &zt Emp. Rt plan rd-party sck pay i2n 13 St Emp. Rt plan Srd-party sick pay
] 14 Cther 120 14 Other
2 O 50.00 i2e (3 50.00
[2d 24
15 | 640897726 2000.00 200.00 MS | 640887726 2000.00 200.00
Erate  Employers Stote ID# 16 State wages, s, oic 17 Stabe income tax 15 State  Employer's Staie D 1§ Siabe wages, lips, olc 17 Stae income fax
Local vages, tps, #io 189 Local income tax 20 Localty name 1& Local wages, tips, oio. 19 Local ingome e 20 Localty rame
-2 W Tax LIRS g —
Tmfmm‘r?;:-lrng:utnﬁ;:mlm:mﬂw:nm&rme Dept of the Treasury - (RS Form -2 Wage and Tax Statement Bopt. of the Tracezary - IR
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D. User Access to Pay Stub Instructions:

An ACE user who has registered to view their W-2s via ACE will be presented with the
following screen.

MESSISSEPP] Depastin nl of

> Department of Finance and Administration
IX¥3: Access Channel for Employees

FINARCE S ADMINETRATH N

Welcome
Please select an application.
’ACE Main hienu —
Employee Applications

M3 gov Secured Services

Frequently Asked | View Your W-2s Online |
Erequentl ASKEd

Questions
pdate by Access Profile

| View Direct Deposit Pay Stubs) |

Department of Finance and
Adrministration Web Site

Exit ACE | \iew LeaveBalances Time Taken |

| View Personal Profile

1. While the user may select the ‘View Direct Deposit Pay Stub(s)’ button, the user must be
on direct deposit via the payroll system for the system to create electronic pay stubs.
Once an employee is set up for direct deposit through the payroll system, direct deposit
pay stubs will automatically be provided electronically.

2. Once the user selects the ‘View Direct Deposit Pay Stub(s)’ button, the following screen
will be shown.
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MESSISSEPP] Depastment of

FINANCE & AIEINPSTRATHNY

’ACE Main Menuy

MS.qov Secured Services

Frequently Asked
Questions

Update by Access Profile

Department of Finance and
Administration Weh Site

Exit ACE

% Department of Finance and Administration
Y83 : Access Channel for Employees

Employee Confirmation

You are currently signed in as JOHN DOE
Your Personal Identification Number (PID) is 000000999999

Verify that the name and FID lsted abave

are the same as those lisied ar yaur ACE
User Access Iyfarmatian matler.

If this information is incorrect, please select Report Error to
register an errar with our systern administrator.

Only select Report Error if your information is incorrect.

Tao view your Pay Stubs on record in PDF format, please select
View Pay Stub. Adobe Acrobat® Reader® Yersion 5.0 or above
is reguired to view a POF docurent.

| View Pay Stub

(TOU) document.

For ACE terms of use information, read DOFA's Terms of Use

v" DFA presents your Pay Check Acrobat® Reader®
Stub in PDF format. To view
a PDF, you must have Adobe Acrobat Reader installed.
Please select the Check Adobe Acrobat Reader button to
determine if you have Adobe Acrobat Reader installed on
your computer.

v If you have Adobe Acrobat Reader installed on your
computer a test file will automatically open.

v" If you do not have Adobe Acrobat AP 7
Reader, you will instead see a window Adobe rm'

with Sawe and Open options. Select Cancel to close that
window and then select the Get Acrobat Reader button on
this page to download Adobe Acrobat Reader. The software
is free.

Copryright @ 2002-2004 Department of Finance and Administration. Privacy Policy.
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3. At that point, the user needs to select the ‘Check Acrobat® Reader®’ to determine if the
user’'s machine has Adobe Acrobat Reader installed on their machine.

4. If Adobe Acrobat Reader is not installed and the user needs to download Adobe Acrobat
Reader, the user will follow the instructions on the screen and download Adobe Acrobat
Reader on their machine.

5. If the user cannot successfully load the Adobe Acrobat Reader to their machine, they will
not be able to view their direct deposit pay stubs.

6. The user then may select the ‘View Pay Stub’ button, and from there they will see the
following screen which will list the pay dates that pay stubs are available for them to
view.

7. The user will be able to access the last 12 payments since they elected to receive pay
stubs via ACE.

8. In addition, the user may elect to ‘receive an email notification’ when a Pay Stub or W2
is ready to view.

Page 20 of 31



1101- ACE User Manual

V5 05/27/2016

MESSISSIPP Depastinent of

FINANCE & ADOEINISTRATION

’,ACE Mair Men

MS.qov Secured Services

Frequently Asked
Questions

Update by Access Profile

Department of Finance and

Administration Web Site
Exit ACE

— Department of Finance and Administration

Y83 : Access Channel for Employees

Employee EFT Records
Select View Pay Stub to display the pay stub in PDF format.

Yfou can also receive an email notification when a pay stub arrives.

Once you have accessed your pay stub, you w

can:
| &Bak ~ =
& Print it by selecting the Printer button on | B |
the Adobe Acrobat® Reader® toolbar or ‘ ? L? | @
selecting File=Print.
* Save it locally by selecting the Disk

button on the Adobe Acrobat® Reader®
toolbar.

Employee Details:

Save Print

First Name: JOHMN
Last Mame: DOE
Personal Identification Number (PID): 0000009999593
#* Pay Stub history is provided for a maximum of 12 months or 12
payments izsued, which ever comes first.
& Pay Stub information may be available to view prior to the actual Pay
Diate.
Funds will hot be available in your bank account bafore the
Pay Data.
Pay Stub Details:
Pay Date Frequency
2003-04-14 T View Pay Stub
2003-03-31 hl Wiew Pay Stub
2003-02-25 il View Pay Stub
2003-01-31 il Wiew Pay Stub

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.
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MESSISSEPI Depastment of

» Department of Finance and Administration
&3 : Access Channel for Employees

FINANGCE & AT NISTRATION

Personal Profile
‘ou are currently signed in as JOHN DOE
pw Wour Personal ldentification Mumber (PID) is 000000999999

M5 gov Secured Services Please enter the following information for our records. This information will remain
confidential and secure.

Freguently Asked
Questions Agency Hame: |FINANCE AMND ADRMIMNISTRATION LI

Update My Access Profile
Work Phone: IEU‘I - |999 - |9999
Department of Finance and
Administration YWeb Site Work EAX: l_ R I— R I—
Exit ACE
Work Cell: I - I - I
Work Pager: I - I - I

5};:?;; Ithndoe@dfa.state.ms.us

Confirm E-

mail Address: Ithndoe@dfa.state.ms.us

If you provided your ernail address above, please select an answer for the
statements below. If youw do not subscrbe to either electronic senice, please
select Mo for both statements.

1. Send me an email when my next direct deposit pay stub arrives at ACE.

= Yes
Mo

2. Send me an email when my next electranic W-2 arrives at ACE.

= Yes
Mo

If you are employed by an additional state agency, please complete the following
information

Agency Name: [SELECT AGEMNCY NAME =1
Work Phone: | | -[ |-[ |
Work FAX: - -
Work Cell: - -
Work Pager: | |-[  -[ |

= Cancel | | = Save

Copyright @2003 Department of Finance and Administration. Privacy Policy .

9. By selecting this option, the user will be taken to the Personal Profile page. The
Personal Profile application provides the user with the ability to receive an email
notification when a W-2 and/or electronic pay stub has arrived at ACE for that user.

10. Enter the following information:

e The Agency Name from the drop down box

e The user's E-mail Address and re-enter the e-mail address to confirm

o Complete questions 1 and 2 in relation to whether or not they want to receive email
notifications for electronic W-2s and/or electronic pay stubs

11. The user may also complete any of the other information as they wish.
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12. Click the ‘Save’ button. The user will be redirected to the Employee EFT Records page.

13. By selecting the ‘View Pay Stub’ button by the pay date, the user will then be presented
with a separate page depicting the pay stub form for that pay date. Please be aware of
the information contained in the Employee Details box below which states that the

“Funds will not be available in your bank account before the Pay Date.”

SESSISSEPP] Depastient of

i

FINARCE £ ATDEINISTRATHON

|’ACE Main Menu

MS.qov Secured Services

Erequently Asked
Questions

Update My Access Profile

Departtment of Finance and
Administration eb Site

Exit ACE

. Department of Finance and Administration

E&3: Access Channel for Employees

Employee EFT Records

Select View Pay Stub to display the pay stub in PDF format.

You can also receive an email notification when a pay stub arrives.

Once you have accessed your pay stub, you w

can:

J aBack ~ =

* Print it by selecting the Printer button on | = B
the Adobe Acrobat® Reader® toolbar or J ? | &

selecting File=Print.

Save Print

o Save it locally by selecting the Disk
button on the Adobe Acrobat® Reader®

toolbar.

Employee Details:

First Mame: JOHMN
Last Mame: DOE

Date.

Pay Date.

Personal ldentification Murnber (PID): 000000999999

» Pay Stub history iz provided for & maximum of 12 months ar 12
paymerts izsued, which ever comes first.

» Pay Stub information may be available to view prior to the actual Pay

Funds will not be available in your dbank account before the

Pay Date
2003-04-14
2003-03-31
2003-02-28

2003-01-31

Pay Stub Details:

Frequency
v
’
v

Copyright & 2002-2004 Department of Finance and Administration. Privacy Policy.
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14. As the page is loading, the user will see the following message.

MESSISSEFPT Dopastment ol

ﬂ@ Department of Finance and Administration
:_/ IX#d: Access Channel for Employees

FINANCE & ATINESTRATION

Downloading...

b4

When using a dial-up Internet connection, it may take several minutes before the PDF is generated.

Note: Your Pay Stub (EFT) PDF is generated in a new browser window.,
Yhen finished viewing your Pay Stub, choose File->Close to return to the ACE Application.
To exit this page, choose File -=Close to return to the ACE Application.

15. The user will then be presented with a separate page depicting the pay stub for that pay
date. The Pay Date is the day the funds will be available for the employee in their bank
account.

} https:/,'wew.ms.gov,/ dfa, ace,Display¥2?action=2004 - Microsoft Internet Explorer -8 %

FID: 000000953395  Pay Date: 03/31/2003 Frequency: M REENCY: 0301 EFT Mumber: 121885006
DOE, J0HN EEN: 593-88-B777 WS DERARTHENT OF CORRECTIONE ETATE OF WISEISSIFRI
PAY PERIOD Monthly FEREQNAL TAXES CURRENT Y-T-O
Pertod Beqinning D3f01/200F  Federal Marital Btatus 5 SOCIAL SECURITY-ORSDL 153.00  459.00
Partod End Date D3/31/2003 Fedaral Tax Ewempt 1 FEDERAL INCOME TAX 247.40  742.20
Pay Data 03/311/2003 Fedaral Add'l Tax 0.00 MEDICARE 35.78  107.34
Pay Rats 28,710.02  Stata Marital Status 2 STATE INCOME TAX §5.00  207.00
Stata Hira Date D09/D8/1552 Gtate Tax Exampt  5000.00 PUELIC EMPL. RETIREMENT 179.50  53B.50
PIN Entry Date D&/15/1554 Stake Add'l Tax 000
--------------------------------------------------------- TOTAL TARES 684.48 32054.04
EARNINGS CURRENT s
AFTER-TAX DEDUCTIONS CURRENT ¥-T-D
FESULAR SCHEDULE TIME WORKED 2475.83  7437.48
TOTAL GROES PAY 475,83 7T437.4% TOTAL AFTER-TAX DEDUCTICNS 0.a0 0.0
PRE-TAY DECCUTICHS CURRENT ¥-T-D TOTAL DEDUCTIONS 712,66 2138.04
NET FHY 1743.15 5123 .45
PRE-TAX COMFDENT DENTAL INSURANCE 4B.D0 144,00 === mmmmmmmm mmmm e e oo
LEAVE BALANCES
Feb Feh Fab Feb
TOTAL PRE-TAY DEDUCTIONS 48.00  144.00 EEG.  ERFNED USED  ENDING
--------------------------------------------------------- BAL EAL
PERSOHAL 517.00 15.00 0.00 553.00
MECICAL 585.0D &.00 0.00 5&1.00
FLEA COMP TIME 40.23 .00 Q.00 40.23
FLORTING HOLIDAY 176.00 Q.00 0.00 175.00
AGENCY COMP TIME 15,02 0.00 0.00 25.%2

EIECTRCHIC FUNC TRANEFER TRANSACTIONE
Amount I:\:pmited into #0009005 1743.15
Funds available on 03/11/2003

16. The user can select the ‘X’ in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.
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E. User Access to Leave Balance/Time Taken Instructions:

An ACE user who has registered to view their W-2s via ACE will be presented with the
following screen.

MISSISSIPP Depastinent of

|" = Department of Finance and Administration
! IX#3: Access Channel for Employees

FINARCE G ADMINBTRATHIN

Welcome
Please select an application.
’ACE Main henu —
Employee Applications

M3 gov Secured Services

Frequently Asked | Miew Your W-2s Online |
Ereduentl ASKEd

Questions

Update by Access Profile

| View Direct Deposit Pay Stubs) |

Departrment of Finance and
Adrministration Web Site

Exit ACE | \iew LeaveBalances Time Taken |

| View Personal Profile |
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1. Click on View Leave Balance/Time Taken. The following screen will be shown:

MLSSISSEPT] epastiment of

5 Department of Finance and Administration
I3 : Access Channel for Employees

FINANCE & ADAEINESTRATHIN

— Employee Confirmaton
) You are currently signed in as JOHN DOE
Jp ACE Main benu Your Personal Identification Number (FID) is 000000999999

WME.qov Secured Services
Ferifi that the name and FID listed above are the

Frequently Asked same as those listed on your ACE User Access
Questions formation mailer.

Update by Access Profile

If this information is incorrect, please select Report Error to
Department of Finance and register an error with our system administrator.
Administration Yweb Site

Exit ACE

Only select Repaort Error if your inforrmation is incorrect.

To view your Leave Balance or Time Taken information on record
in POF format, pleage select View Leave Balance/Time
Taken. Adobe Acrobat® Reader® “ersion 5.0 or above is
required to view a PDF docurment.

| View LeaveEalances Time Taken

For ACE terms of use information, read DFA's Terms of Use
(TOU) document.

v DFA presents your Leave Check Acrobalt® Reader®
Balance and Time Taken
infarmation in PDF forrmat. To viewe a POF, you must have
Adobe Acrobat Reader installed. Please select the Check
Adobe Acrobat Reader button to determine if you have
Adobe Acrobat Reader installed on your computer.

v If you have Adobe Acrobat Reader installed on your
computer a test file will automatically open.

v" If you do not have Adobe Acrobat AP .
Reader, you will instead see a window Adobe rm'

with Save and Open options. Select Cancel to close that
window and then select the Get Acrobat Reader button on
this page to download Adobe Acrobat Reader. The software
is free.

Copryright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

2. Atthat point, the user needs to select the ‘Check Acrobat® Reader®’ to determine if the
user’'s machine has Adobe Acrobat Reader installed on their machine.

3. If Adobe Acrobat Reader is not installed and the user needs to download Adobe Acrobat
Reader, the user will follow the instructions on the screen and download Adobe Acrobat
Reader on their machine.
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4.

5.

If the user cannot successfully load the Adobe Acrobat Reader to their machine, they will
not be able to view their leave balances.

The user then may select the ‘View Leave Balance/Time Taken’ button, and from there
they will see the following screen that will allow them to access their Leave Balance or
Time Taken Details.

MESSISSEPPL Depastment of .

s

Department of Finance and Administration
Y83 : Access Channel for Employees

FINANCE & AIGEINESTRATH NS

Employee Leave BalancelTime Taken Records
’ACE Main Menu Select \.-_"lew Leawve Balance to display the leave balance
E— informatian in POF farmat.

MS.qov Secured Semvices Select View Time Taken to display the time taken information in
PDF farmat.

Freguently Asked

Questions Once you have accessed your leave balance/ m
time taken information, you can:

Lipdate by Access Profile J & Back -~ =
Departrment of Finance and & Print it by selecting the Printer button on “ @ & | ]
Administration Web Site the Adobe Acrobat® Readen® toolbar or =
Exit ACE selecting File>Print. Satc Ftrint

* Save it locally by selecting the Disk
button on the Adobe Acrobat® Reader®
toolbar.

Employee Details:

First Mame: JOHMN
Last Mame: DOE
Personal Identification Number (PID): 0000003999593
& | eave Balance/Time Taken information is provided for & maximum of
4 previous months,

& Leave BalanceTime Taken information was last loaded on
O702/2004.

Leave Balance Details
View LeaveEalance

Time Taken Details

Month YWiew Time Taken information

07-2004 Wiew TimeTaken

03-2004 Wiew TimeTaken

Copryright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

6. By selecting the ‘View Leave Balance’ button, the user will then be presented with a

separate page depicting the leave balance information.
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7. The user will be able to access the last 4 months of leave balance information as
available in SPAHRS. The last date Leave Balance information has been loaded to ACE
will be provided on the Employee Leave Balance/Time Taken Records page in the
Employee Details box.

8. As the page is loading, the user will see the following message:

MESSISSLIPT Dopastinent of

Department of Finance and Administration
3 Access Channel for Employees

FINANCE G ANGEINRTRATIONN

Downloading...

&

When using a dialup Internet connection, it may take several minutes before the POF 1s generated.

Note: Your Leave Balance POF is generated in a new browser window.
When finished viewing your Leave Balance, choose File-»Close to return to the ACE Application.
To exit this page, choose File -»Close to return to the ACE Application.

9. The user will then be presented with a separate page depicting the Employee Leave
Balance Report.

_(&(x]

/3 https://www.ms.gov/dfa/ace/DisplayW22action=2004 - Microsoft Internet Explorer

Employee Leave Balance Keport
PID : 000000999209 Mame : JOHN DOE
Agency Mumber : 0161 Agency Mame : FINAMCE AND ADMIMISTRATION

Beginning Hours Hours Ending

Balance Eamed Used Balance

May 2004
Parsonal 510.00 14.00 0.00 524.00
Medical 247.00 T.00 0.00 394.00
Floating Holiday 12.50 0.00 0.00 12.50
Agency Comp Time 121.25 14.75 0.00 136.00
April 2004
Personal 485 .00 14.00 0.00 510.00
Meadical 240.00 T.00 0.00 347.00
Floating Holiday 4.50 8.00 0.00 12,50
Agency Comp Time 104.75 16.50 0.00 121.25
March 2004
Parsonal 482.00 14.00 0.00 496.00
Meadical 333.00 T.00 0.00 340.00
Floating Holiday &.00 0.00 3.50 4.50
Agency Comp Tima 103.00 B.25 450 104.75
February 2004
Personal 468.00 14.00 0.00 482.00
Medical 326.00 T.00 0.00 333.00
Floating Holiday 0.00 8.00 0.00 8.00
Agency Comp Time Q6 .50 6.50 0.00 103.00
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10. The user can select the ‘X’ in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.

11. By selecting the ‘View Time Taken’ button by the month timeframe, the user will then be
presented with a separate page depicting the time taken form for that month.

12. Time Taken is provided in ACE for a maximum of four months. The user will be able to
access 4 months of time taken information as available in SPAHRS. The last date Time
Taken information was loaded to ACE will be provided on the Employee Leave
Balance/Time Taken Records page in the Employee Details box.

13. As the page is loading, the user will see the following message.

MESSISSIPT Depastinenl of

-2 Department of Finance and Administration

IXH3 : Access Channel for Employees

FINANCE SAMMINERTRATH Y

Downloading...

&

When using a dial-up Internet connection, it may take several minutes before the PDF is generated.

Mote: Your Time Taken PDF is generated in a new browser window.
YWhen finished viewing your Time Taken, choose File->Close to return to the ACE Application.
Ta exit this page, choosge File ->Close to return to the ACE Application,

14. The user will then be presented with a separate page depicting the Employee Time
Taken Report.

15. The user can select the ‘X’ in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.

a https:/ /www.ms.gov,/dfa/ace,/DisplayW2?action=2004 - Microsoft Internet Explorer == 5[
T T

Employee Time Taken Report

=S

PID : 000000996999 Mame : JOHN DOE

Agency Numbser: 0161 Agency Mame : FINANCE AND ADMINISTRATION
Date Agency Comp Time
Q7/3v2004 4.00
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16. If the user has more than seven types of time taken, the time taken categories across
the top of the report will be abbreviated and a legend providing the full description of the
time taken will appear at the bottom.

F. User Printing Instructions:
The W-2s, pay stubs, leave balances, and time taken reports are presented to the user as
an Adobe Portable Document Format (PDF). Adobe PDF files are compact and can be
shared, viewed, navigated, and printed exactly as intended by anyone with the Adobe

Acrobat Reader software. Users may save off their W-2s, pay stubs, leave balances, or
time taken to their own computer using the following steps:

1. Select the ‘Save’ buttonE.

2. The user will then be prompted to ‘Save a copy’.

Save a Copy... EHE
Save i I {3 Personal j ﬁl
|_14dobe
3 My eBooks
3 by Pictures

File narme: action=2002-03-31 &heqg=Mbagency=0301.
Save as type: Iﬁdnbe FDF Files [*.pdf] j Cancel |

3. At this time, the user can rename the file to be more descriptive, i.e., Pay Stub March
2003.

4. Once the ‘Save’ button is selected, the user has completed the process of saving the
document to their computer.

G. Exit ACE Instructions

Once the user determines that they no longer need additional information from ACE, it is
very important that they select the ‘Exit ACE’ option from the side bar menu. Otherwise, if a
user does not fully exit ACE, they may leave their personal information open and accessible
by others who may use the computer after them.
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’ACE Wain Meny

MS. oy Secured Services

Freguently Asked
Guestions

Lipdate My Access Profile

Depantment of Finance and
Administration Web Site

Exit ACE
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